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* APPRNTTX 1

SUCGESTTONS T PRESINING 07 169RS

il The success or fallure of a presentition depends, largely,.on the
s~aaker. The success or fiilure of an interrognticun, Nowever, depends, in
most cksas, upon the presiding officer., e tas the responsidbility for the
gonduct of the intasrrogation from start to finishi. Uroper preparation for ithe
reating i3 important. It is ovalieved that the {oliowin; techniques, which
rave been smployved by presiding officers in the nazt, ganerally have produced
the begt results. These sup;astions are intended to be #lexible and should
ce anplied in a manrer such as tha situation acpears to warrant,

2. ‘The prasiding officer should be outsiue the dcor of tha confarencas
room at least five mimutes before the scheduled mecting. This will &fford :n
opportunity to identify and meet persons attending tha meeting and to receive
- the guest from the Presentation Division's representative at the door., The .
presiding officer should select persons to cccupy seats at the conference
table. If seats at tha table remain unoccupied, the desired informality and
spontaneity of the meeting will be reduced,

3. The presiding officer should attempt to put the guest at ease
immedistely. If the meeting is small, the guest mav be introduced to each
person individually but for any meeting over six or eight persons, individusl
introductions may be cumbersome. ‘

b The presiding officer should say a few words of welcome in his oper~
ing remariks and tell the fuest something of the purpose of the mesting, tha
range of interest, the representation of TAC agencies, the security clearancs
of individuals present, and the fact that the pgople nresent reguvlarly receive
from the fleld the reports and cables which are received by the Departments
in ®asbington (even though this has been discussed with ths guest by the
Presentation Divlsion's representative before the meeting).

5. After the presiding officer's opening remarks, an easy way to get
the guest "warmed up" 1s to ask him, as a start, to relate the dates of his
tour of duty, the nature of ris duties (if not obvious), or a description
of any trips within the country he may have made. The presiding officer
should BEVARE of asking the goest a broad general gquestion at the start or
requesting his impressions of the country from which he has recently retumecd.
Doing so may prove advantageous at times, but more often the guest starts
talking and relates a considerable amount of histcrical and encyclopedic in-
formation of little use to those present. Once a zuest has started in that
direction it will beccme embarrassing to direct him into rors profitable
channels until he has stopped. ’
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